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CENTRAL INTELLIGENCE AGENCY
Washington, D, C,

14 April 1950

NOTICE
25X1A NO.

SURJECT: Budget Estimates, Fiscal Year 1952

1., Basic information concerning call for estimates

a, General: DBudget estimates of funds needed to meet CIA
vouchered and unvouchered requirements for the fiscal year 1952
(1 July 1951 - 30 June 1952) will be submitted by each Assistant
Director and Staff Chief to reach the Budget Officer as soon as
possible, but no later than 1 June 1950, As used in This Notice,
Toffice™ shall mean a mejor orgenizational sepgment (such as office
or staff section), and "activity" shall refer to a principal part
within the office which because of its character Jjustifies an indi-

vidual statement of its functions and requirements within the office
estimate.

Estimates for fiscal year 1952 shall generally bte based on
the same level of ~nperation as planned for the 1951 fiscal year,
and with the possible exception af specifically justified cases, no
increases in authorized T/O should be requested.

Requirements for vouchered funds will be considered &t Budget
Review C-mmittee meetings to begin on or about 1 July. Requirements
for unvouchered funds will be submitted by the Budget Officer to the
Project Review Committee for consideration on or about 1 June 1920,
The purpose of the hearings is to give Assistant Directors and Staff
Chiefs and/br their representatives a further opportunity to justify
their requirements and to arrive at final determinations as to recom=-
mendations which will be submitted to the Director for inclusion in
the estinmates,

. . . . .
b, Fiscal years concerned in Budget preparation: Preparation
of budget estimates requires consideration of three fiscal years
which will be referred to in this instruction by the following terms:

(1) The Budget Year (fiscal year for which estimates are sub-
mitted or, in comnection with this preparation, fiscal year 1952.)

(2) The Current Year (fiscal year immediately préceding the
budget year or, in the case of the present submission, fiscal
year 1951) bocause changes in the estimate for the budget year
are in part justified in comparison to budget provisions of the
current year,
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(3) The Past Year (fiscal year immediately preceding the
current year, or, in the case of the present submission, fiscal
vear 1950) because the sotual obligation history during this
period has an effect upon planning requirements for the budget
year,

c. Covorage: Internal budget estimates will be presented under
requirenonts ror departmental, domestic field, and foreign field.
Tudgot analysts will consult with operating officials and administra-
tive officers as to the sequence and arrangement of activities within

he above breaidovm.

d. Yorm of presentation: DBudgeb estimates shall be submitted in
duplicate in folder binders to be vrovided by the Budget Staff, Sub-
missions shall te prepared and submitted separately for vouchered
funds and for unvouchered funds, Note that unvouchered funds require-
ments will be submitted by "book" preparation in lieuw of individual
project presentation according to Administrative Instruction 60-2,
Rstimates for unvouchered funds requirements should be submitted
and justified as nearly as possible in the same mennsr &s vouchered
requirements, although substantial areas may require coverage on a
project basis rather than an organizational basis. Presentation of
the subject matter shall be len,thwise on letter size paper with at
least one-inch margin on the left for binding purposes. Personal
services estimates snall be preseanted on CIA Form 32-16 and non-
personal services estimates shall be presented on CIA Form 32-17.
Supplies of these forms will be provided by the budget analyst
assigned to the respective offices,

2. Tlements of budget estimates

a, Graphic representation exhibits: Organization, flow and
process charts and related graphic presentations are valuable in
depicting organizational structure and cortain cperational activities.
However, such media, (other than orpanizational charts) need not be
submitted if a simple narrative explanation or schedule will serve
as well,

b 2fico staterent: Shall explain in pgeneral terms the following:

(1) Statement of Functions and Activities -~ Review statoment
included 1n last year's estimate Ior any improvement which may
be effectsd.

(2) Statsment of Coordinmation -- Indicate operating relation-
ships between the office and otner units of CIA and/br hetween
the office and other governmental apencies.

(3) Statement of Accomplishments == Harrative description of
primary accomplishments 5F the oifice during past year.

-
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(4) Statement of Objectives -- Narrative description of
primary objectives as hrought. up to date for (a) current year
and for (b) budget year.

¢, Swmary of budget esbimates

(1) For vouchered activities presentation -~ CIA Form %2-15
(Appendix I) is for The purpose of rocapitulating the total re-
quirements of the office, Completion of the form is as follows:

Column "Organizetion Unit": Tnsert titles oi activities
which compose office or staff sectiomn,

Column "Number of Positions": Insert total number of
positions reguested for the budpet year for each activity.
Indicate colurn total at bottom of page.

Colunns "MY" (Men Years) and "Amount": Leave blank.

Celumn M"02-09 Total": Insert sum of columns “02",
"ozt ote. Indicate column total at bottom of page.

column "02", "03", etc.: Insert individual object
requirements for the respective activities. Indicate ver-
tical column totals at botbom of page.

Colunn ‘Unvouchered": Insert unvoucherzd requirements
for cach activity., Indicate column total at bottom of page.

(2) TFor unvouchored activities nresentation -- Prepare
sumrary as indicated ahove for vouchered SUbmigsion, distributing
cstinated eimense to object eclassification of expoense and adjust-
in; column "Total vouchered" to "Total unvouchersd. Completion
of columns "Unvouchered" and "Grand Total" will not be required,

3. Activity description: On a senarate page preceding the
personal services SsTimetes for each major activity within the office
s statement shall be presented for sach of the following items:

(1) Function =-- Short desoripticn of the mission of the
activity.,

(2) Justification -- The purpose of justification is to
demonstrate the extent to which money, manpower, equipment and
supplises are invested to the best effect. Tn this respect the
seotion is Lo desecribe the work plan of the activity to the ex-
tent of comparisons of past year accomplishments and estimates
for current and budget years. Production statistics, work

e lym-
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measurement information, and unit cost data will be particularly
pertinent to this section. The following items may be considered:

(a) Statement of primary accomplishments of the activity
during the past year including sny operating changes made in
the interest of more effective administration.

(b) Statement of primary objectives as brought up to
date for (1) current year and (2) budget vear, including any
operating changes to be made in the interest of more effective
adnministraticn,

(c¢) Comparison of production of activity for work units
subject to count for (1) actual pest year, (2) estimatod
current year as brought up to date, and (3) estimated budget
year, ‘ork units subject to count wmay include such items as
pazes translated, reports preparcd according to category and
kind, cable words filed, cards prepared, otc,

(d) Statement of sxplanation for major increamscs or
decreases in personnel or things for (1) curront year and
(2) budget yoar, Forms 32-16 and 72-17 vrovide 2 colum
for individual justification of changes which may be suffi=-
cient in the majority of cases., However, the nature of
activity requirements which necessitetes substantial in-
creases in personnel or things may justify a general
explanation to preface dstailed justifications raquired
for the detailed sheets particularly in those cases when
such increases can be justified by work measurement data.

3. Detalls of budget preparation

a. Proparation of Form 32-16 "Personal Services Estimates":
CIA Form 52-16 "Porsonal Services Hstimates" (Appendix IL) shall
be used in preparing sstimates of persomnel requirements, Separate
sheots shall be used for each activity within the office, The same
forms shall be utilized for recapitulation of total office require-
ments, Instruction as to preparation of the form follows:

(1) Heading: The heading (Orffice, Division, Branch, Section)
shall be compléted so as to ide..Lify the organizational unit
for which estimates are submitted.,

(2) "2/0 0." and "Operating Title": Information for those
coluwms is to be constructed upon The Trameworlk of the current
Table of Organization, "T/0 llo." refers to the number of pOSi-
tions authorized in the surrent Table of Organization for cach
oporating title listed, "Operating Title" refers to the position
titles listed on the current Table of Organization, plus new
positions applicablo to the budget year insorted where appropriate.

-t
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All new positions shall be asterisked to the left of the
operating title, :

(3) Personnel requirements: (Classified persounel)

(a) The columns entitled "No," are to show tho
number of positions for the appropriate year. The columns
entitled "Grads" ars to show the appropriate grades of the
positions indicated under column headed "Operating Title",
The columns entitled "Type" are to show the nature of the
appointment (whether vouchered, unvouchered, military, on
loan, teumporary, or part-time)., "Type" terms may be abbre-
viated'as:

v vouchered

uv unvouchered

V-PT vouchsred ~ part-tims
M military

OnlL on loan

(b) Column "Position Occupancy" (enter date prapared):
Show by number, grads aad Lypo the positions on Lhe GUrrent
Table of Organization which arc actually occupied as of the
proparation date, Vhen various typss anplv to an individual
oporabting title, show as follows:

T/0 Pos, Ocepy. 4/25/50
o, Operating Title . o, Grade Type THotations
9 Intelligence analyst 4 GS-9 v
" 1 2 n Dq
it LI 1 1 Ol’l[_:

Where lower grade positions are encumbering higher grade
positions, thsy should be shown at the hipher grade with
citation of lowsr grade encumbrance within "Votation"
columnn, Positions encumbered by personnel detailed to
other units should bo simil.rly noted in the "Notation"
column (e.g., E-GS-3, "Encumbered by GS-3"; D-Class,.Soc.,
"Detailed to Classifioqtlon Section"),

(¢) Column "CY (Curront Ysar) Estimates": Directly
based on ths current Table of Organization, show by number,
grade, and typs the positions which will be filled at some
time during the current year. Consideration should be given
to prograr plan requirements, pending assignments, psrsonnel
actbions in process, and a realistic approach to recruiting
possibilities considering the nature of present vacancies,

-
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(d) Column "BY (3udget Year) Estimatos": Show by
number, grade, and type ths positions which will be required
for oparation during the budget year. Ths entire office
request should be consistent with the —ceneral statemesnt of
objectives as detalled in the preliminary statement, and
activity requests should tie-in with the activity objectives
statement, Inasmuch as the BY Estimates column should re-
flect actual requirements, obvious variations between the
current position occupancy and current Table of Orpsnization
may have important implications to budget year requirements,
Specifically, all "details" of personnel other than of
temporary nature from a Table of Organization location to
other locations on the basis of program requiremonts should
be studied in view of the desirability of adjusting such
situations by request for revision of the ‘able of Organiza-
tion (e¢.g., for an extonsive pariod, five peonls assigned
to Section A of a particular Table of Organization working
in Section B. This would suggest the possible need for
revision of the Table of Organization placing the positions
waore they are actually required,)

(4) Porsonnel requirecments: (Unclassificd personnel): The
statement ol requircments for unclasslifled positions (positions
which do not normally appear on ths Table of Organization) shall
follow line totals of the requircments for classifisd positions
in the following order: .A,E, (when actually employed);
Consultant (contract); and llative., EIach catogory shall be
separatoly listed under the column "Operating Title", Specific
instructions are as follows:

(a) W,A,E, (when actually employecd) and Consultant
(contract Bmployecs): Under Porsonnel Requiromonts  use
only the "No." columns pertaining to cach year, Under
Position Occupancy, show number presently on duby; undsr
CY Estimates columm, show reasonable estimate of any chanpes
anticipated; and undsr BY Estimates column, insert best
estimate of requirements,

(b) Native employmont: Leave "T/0 No," blank. fnter
the title of vach existing or anticipataed position under
"Operating Title", Under "Position Occupancy" insert
present salary paid in the column headed "Grade". Report
"Type" similarly as for ragular personnel. Undsr columns
"CY Estimates" and "BY Estimates™ utilize column [Grade"
for cxpected salaries to be pald and column "Type as for
regular personnel.

(5) Justification: The justification column is for oxplana-
tions of any variations betwoen the present Table of Organization
and the budget year estimates, All adjustments, upward or down-

B
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ward, should be oxplained, In some cases a number of positions
can be adequately covored by the same justification. Insofar
as 1t is possible, justifications of personal ssrvics changes
should be prepared on the basis ol work measurements elther
within this column or under paragraph 2 d (2).

b, Non-Porsonal Services Hstimates, Form 32-17: CIA Forms
32«17 "Won-Personal Services Lstimates" (Appendix L111) are provided
for the office in presenting non-personal services requirecments,
Proparation of the form is largely self~evident, Separate seriss
of the forms shall be utilized for each non-personal service object
classification. The budget analyst assigned to a particular office
will have propared for the operating officials and administrative
officers certain background information as to office requirements
for the past year for the: various object classifications of cxpensec
which will assist them in evaluating the ostimates. In addition the
following detall information will prove helpful in the preparation
of estimates for non-psrsonal scrvices items:

(1) 02 - Travel

() BDstimates for travel shall include transportation
costs, per diem or subsistence during authorized travel
status, and othor cxpenscs incident to travel which are to
be paid by the Agency, elthoer dirocctly or by reimbursement,
to the travelser. A schodule of travel rates is attached
(Appendix IV) which includos cost ¢lemonts of transportation,
per diem, otc., between Washingbon and major foreign and
domcstic points,

(b) Dollar cstimatss should be bassd upon the number
of trips to boe performed to spcecific areas, and computed
at rates providced by the cost~of-travel schodule, Complote
Justification must bes furnished in the form of statemonts
of purpose for the anticipatad travel to and within each
arca,

(c) Zstimatos for employees transferring to installa-
tions outside of Washington, including travel of employecs!
dependents, shall be based upon amounts shown upon the travel
schodule. Cost of transportation and per diem up to day of
arrival for duty at such insbtallation are included in those
rates,

(d) Cost of transportation and per dicm for employecs
officially stationod at locations outside of Washington,
and that of employecos transferring from such locations to
Washington should be included in the estimates for travel
submitted by or for such installations and shall be computed
at the estimated scheduled rates,

-
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(e) Within-area travel will be based upon an sstimated
number of trips to be perfeormsd at rates per trip as estimated
by the individual Office or Staff Section and shall be sup-
ported by a statement of purpose for travel within each area.

(2) 03 - Transportation of Things

(a) Estimates for the transportation of things shall
include those charges which are pald or are to be paid
directly by the Government and not by the vendor, whether
such transportation be by land, air or water; as well as
charges for the care of such things while in process of
being transported., Such all-inclusive estimates for the
transportation of things between Jashington and various
foreign areas are scheduled on the attached rate shset
(Appendix V),

(b) Preparation and presentation of transportation of
things will be made on the following basis:

(1.) Estimates for tranmsportation costs for
stoclk supplies, materials, or equipment, household
goods and personal effects of employees inside or
outside the United States will be estimated by the

ffice or Staff Section concerned in consultation

with the Services Division,

(2,) Zstimates for transportation of stock
materials or equipment from point of origin to
Washington, D, C. will be furnished by the Services
Division,

(3) 04 ~ Communications

(a) Estimates shall include costs of transmission of
messaes from place to place, such as tolls for land tele-
graph, marine cable, radio, wireless telegraph, and telephone
services, and postage. They shall also include switchboard
and service charges and telephone install.t.on costs,

(b) Estimates for all charges in connection with tele-
phone service in Washington will be prepared by the Services
Division,

(¢) HRstimates for telephone service in field installa~-
tions will be prepared jointly by the Office or Staff Section
concerned and the Services Division, and shall be reported
in the budget estimates submitted by the former,

(d) Estimates for telegram and cable costs and for
special services such as teletype, facsimile, telecrypton,
tolemeter, direct wire, tie~line service, ctc., shall be
prepared anc justified by the Office or Staff Section having
or desiring such service,

~8-
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(4) 05 ~ Rents and Utility Services

(a) ZEstimates shall include charges for rental of
space; for heat, light, power, water, gas, electricity, and
other utility services exclusive of transportation and
cormunication services,

(b) Rents and utilities estimates covering all utilities
and office and warehouse space for the Jashinpton area will
be prepared jointly by the Office or Staff Section concerned
and the Services Division, and shall be reported in the bulget
estinates subnittad by the latter,

(o) Dotimates for fisld offices shall Le contained in
the estimates presented by cr for such olfices in consultation
with the Services Division

(d) Estipmates for rental on a contract basis of special
equipment and/or business machines will de fullv justified
and submitted by the Office or Staff Sscetion concerned, The
justification will include a description of the machine or
equipment, the rental cost per period and the total estimated
cost for fiscal year 1952,

(6) 06 - Printing and Reproduction

(a) Hstimates shall include printing of forms (including
standard forms) and letterheads, p¥imtim and binding of
books, pamphlets, documents, and other publications. Printsd
forms and letterheads are included under this group.

(b) Estimates for printing and/br binding of forms,
stationery, and routine office supply items will be made
by the Services Division,

(c) Special or unusual requirements for printin, and
binding which cammot be handlsed by CIA reproduction facilities,
such as the need for special teletype paper and nultiple-
leafed forms, maps, etc., should be set forth in detail by
cach Oflice or Staff Section, indicating the typs of publica-
tion or material, the estimated number of items or copies,

he unit and total cost of cach publication, and the »ronosed
use of distribution,

(6) 07 ~ Other Contractual Services

(a) Requirements for research and developnent work
and/br special services on 2 contract basis shall be
specifically stated and justified,

D
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(b) Estimates covering photographing and reproduction
services to be performed by Services Division facilities,
repair and maintenance of office equipment, and for the
maintenance, alteration and repair of office buildings and
warshouse facilities will be submitted by the Services Division.

(¢) FEstimates for photographing and reprocduction ser-
vices to be performed by private contractors will be estimated
by the Offices or “taff Sections concerned,

(d) Zstimates for repalrs and improvements to building
facilitios outside the departiental area will be submitted
by the Offices or Staff Sections concerned,

(¢) BEstimates for requirements of funds for special
projects involving other government agencies and/or outside
concerns shall be stated by specific project costs, indicating
by suitable breakdown the basis upon which the estimate was
constructed,

(f) Estimates for additional protection service {urnished
by the Public Bulldings Service upon a contractual basis will
be prepared jointly by the Chief, Inspection and Security, and
Services Division and shall be reported in the tudget estimates
submitted by the former.

(7) 08 = Supplios and Materials

(a) Dstimates for departmental common use of'fice supplies
and matorials will be prepared by the Services Division in
coordination with the Budget Staff,

(b) Estimotos for special supplics and materials
poculiar to specific operations will be reported and justified
by the Office or Staff Section having such special require-
ments,

(¢) bxcept as otherwlse required for operational rcasons
estinetos for agoncy-wide newspapers, magazines and related
publications will be prepared by Library, COCD, with the
assistance of using opsrations,

(8) 09 - Bquipment

(a) Sstimates for departmental common usc office equip=
ment will be prepared by the Services Division in coordina-
tion with the Budget Staff,

(v) Estimates for operating eguipment peculiar to

specific operations will be rsported and Justified by the
Office or Staff Section having such special requirements.

~10-
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(¢) BEstimates for purchasc of motor vehicles shall be
supported by a full justification. Where replacement is
proposed, the explanation shall set forth the year, model,
and body type of the vehicles to be replaced, mileage, kind
of use, and other pertinent information, Information must
also be given as to the number of old vehicles still to be
‘used and the estimated cost of maintenance and cperation of
such vehicles. “hero additional vehicles are to be acquired,
there shall be a clear statement of purpose for which they
will be used, Services Division will budget for all replace-
ment of vehicles within the continental limits of the United
States,

(d) Except as otherwise roquired for operational
reasons estimates for arency-wide requirements in books
will bo prepared by the Library, OCD, with the assistance
of using operations,

¢c. Employeec Health Servicos: Estimates for the cost of
operating the agency nealtn program, including the cost of health
rooms oporated by the agency for its employees (end employees of
other agencies, if any) will be prepared jointly by the HMedical
Division, and the Budget Staff,

4, Budget assistance in preparation of the estimates

A Budget Analyst has been assigned to each major agency organi-
zational sogment. The analysts will assist Offices and Staff Sections
throughout the period of intra-agency estimate preparation, Operating
officials may contact the appropriate analyst of the Budget Staff via
extension 721, 4

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Abtachments (5) 25X1A
Appendix I "Summary of Budget Estimates"
Appondix II  "Personal Jervicos Estimates"
Appendix III "ion~Porsonal Services Istimetes”
Appendix IV "02-Travel"
Appendix V "03-Transportation of Things"

DISTRIBUTION: A
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